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ABSTRACT 

The course prepares the business education student 
for the duties and ethics of the medical Si^retary and involves 
intensive practice with a high degree of speed and accuracy in taking 
dictation and transcribing materials related to the medical 
profession. Included are skills in spelling, pronouncing, and 
defining the most-used medical terms and the preparation of a variety 
of medical forms. Skill in advanced dictation and transcription is 
required as a prerequisite to entry into the course. Course content 
includes equipment and supplies, skill building, production of 
medical business forms, letters, and medical reports, duties, and 
ethics of a medical secretary. Included in the course description are 
suggested proc»3dures, strategies, learning activities, evaluative 
instruments, student and teacher resource naterials, and an appendix 
with sample study sheets and test items. (MK) 
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COURSE TITLE— MEDICAL DICTATION AND TRANSCRIPTION 
COURSE NUMBEH— 7707.»*3 (New: 775'**'*3) 



Ml. COIJHSK DEr/;MIPTION 

A. Synopsis 

Intensive practice with a hl^h degree or speed and accuracy in 
taking dictation and transcribing; materials related to the 
medical profession; Includes spelling, pronouncing, and defininR 
the most-used medical terms, preparation of a variety of 'Midical 
forms, and the duties and ethics of the medical secretary. 

B. Textbook 

One or more of the state adopted textbooks and/or one cf the 
department's choosing. 

C. Occupational Relationships 

Medical secretary 
Medical assistant 

D. Shorthand System 

Any symbolic shorthand system that the student has mastered — 
as well as machine shorthand — may be used in this course. 

IV. COURSE ENROLLMENT GUIDELINES 

* A. Prior Experiences Needed 

The student should have attained the objectives oV Advanced 
Dictation and Transcription prior to enrollment in this course. 

B. Related Learnings * 

Medical Typewriting (7705.32; new, 7766.32) should be taken 
also by students preparing for office occupations in the medical 
field. 

C . Pretest 

This test should be used to determine whether the student has 
attained the objectives of the preceding course and/or the 
objectives of this course. It should also help the teacher 
determine individual placement within the class* 

V. COURSE OF STUDY PERFORMANCE OBJECTIVES 

Upon successful completion of this course, students will be able 
to— 

1. take practiced medical dictation at a minimum rate of 100 WAM 
for minutes and transcribe their notes on a typewriter with 
95 percent accuracy; 

2* take unfamiliar medical dictation at a minimum rate of 90 WAM 
for 5 minutes and transcribe their notes on the typewriter 
with 95 percent accuracy; 
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/. <y CT'JDY PrRFOHMAMCE ObJRCTIVFS, Continued 



iMruto ;5 medical terms and define them usinR the d\ctionaiy 
an J ::jeaical reference materials; 

l-iKe (office-style medical dictation and transcribe tn^^ir notes 
^r. thfr typewriter with percent accuracy; 

prepare at least three commonly-used medical forms and n^i^orts 
from dictated material; 

write from dictation and transcribe at least !;0 commonly used 
medical terms with 80 percent accuracy; 

demonstrate personal qualities , traits, and attitudes of u 
medical secretary through good habits and self-evuiu'itions ; 

demonstrate a knowledRC of medical secrt*wary job specificntions 
by listing orally or in writing 20 dutif s oT n meuicul so^»r»'tary ; nnu 

analyze a ^^iven case problem arsd describe at J east two f;iitic*al 
reriponsibilities of a medic-<l secretary. 

:;r; oum,uv 

l\. liquipment and Supplies 
!• I'iasic needs 

a. 'iVpin^^ desks for each student 
. b. Typewriters — electric 

c. Adjustable posture chairs 

d. Textbook for each student 

e. Pens 
r. Pap.^r 

p;. Shorthand spiral pad 

Medical forms . 
i ( arbon paper 

J. Jictionaries (both standard and medical)., tnenaurus, 

and secretarial hardbook 
k. Correction tape» correction fluid, pencil unJ ink eraser 
1. Stopwatch 

m. Interval timer with bell 
n. Tape recorders and speed buii^Unc tapes 
2. Supplementary needs 

a. Projectors (overhead, film, fiiiicstrip) 

b. Kecord player 

c. Opaque projector 

d. Screen 

e. Tape recorder 

f. Postal ZIP code guides 

3. Skill Building 

1, Timed writings (one, three and five minutes) 

a. Phrase, sentence, paragraph and straight copy drills 
related to medical terminology 

(1) Speed 

(2) Accuracy 
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VI. COURSE CONTENT, Continued 

b. Letters with medical terminology 

(1) Production 

(2) Mailabillty 




dictation 

a. DuildinK medical BhorthHrKi vucabul/Lry 

(1) Accurate outlines or keyboaidinr. 

(2) Preview of correct outlines 

b. Speed development 

(1) Intensive dictation drills of faniiiiar material 
(30 seconds; one-, '.hree-, and five-minutes) 

(2) Intensive dictation drills of unfamiliar, 
unprevieved material (30 seconds, one-, three-, 
and five-minutes) 

3. Medical Terminology 

a. Spelling 

(1) Shorthand 

(2) Longhand 

(3) Use of references 

b. Pronunciation 

(1) Phonetics 

(2) Use of references 

c. Definitions 

(1) Prefixes 

(2) Suffixes 

(3) Use of references 

d. Abbreviations 

e. Medical specialties 

f. Common terms 

(1) Diseases 

(2) Syndromes 

(3) Signs and tests 

C. Production of Medical Business Forms and Letters 

1. Purchase orders 

2. Invoices 

3. Letters of request 
U. Collection letters 

5. Monthly statements 
6 • Aut hor i zat i ons 

7. Office appointments 

0. Banking forms 
9. Phone messages 

10. Doctor's personal letters 

D. Production of Medical Forms and Reports 

1. Medical reports 

2. Insurance claims 

3. Major medical 
Medicare 

3 • Medicade 

6. Consultation reports 

7. Physical examinations 

8. Doctor's order sheet 
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VI. COURLvK CuHTENT, Continued 



irfii ::(.'orct,ar.y 

1 . Handles tlio telephone; 



4\ Makes appointmentfs 
Kec^ives patients 
Quotes fees to patient:^ 
'j. i ecords patients* churr.es and payments 

Tonds oiit bills 
7 . • Collects bills 

ikes dictation and transcribes correspomeii an' 
.edical histories 
'J. Completes insurance forms 

10. Makes hos7ital reservations for patieiits 

11 . Procures nurses 

12. Files histories and letters 
1;:. Makes deposits 

. lU. l<econciles bank statements 
1>. i'oeps payroll records 
I-'.. r.L^eps the doctor *s financial records 
17. Handles petty cash 
1^3, Uses business machines 

19. Helps patients understand the doctor's instruct, i < ; 
ref>;arding diet, prenatal care, exercises, and otnfM^ 
rictivities 

Keeps track of dates for renewal of licenses, premiumn 
due, membership fees, subscriptions, meetings, and other 
periodic activities 

21. Checks medical Journals for items of intere::t to the (Joctor 

22. Proofreads the doctor's letters and manuscriptr. 

23. Prepares records for the doctor *s use in court 
2U. Orders, handles, and stores supplies 

25. Plans trips for the doctor 

r6. Takes care of office in the doctor's absence 

P'thics of the Medical Secretary 
1. Privileped communications 
L . Authorizations 
3. Malpractixie 

VJl. SUOGLSTI'.w PHOCKbURES, r.TRATKGIES, AND LJ'lAl^CTNG ACTIVl .K:' 

A. Course Strategy and Method 

The methodoJogy to be utilized shoulJ be directed lovari 
deveiopinr strong fundaraentmls in medical terminology, meiicai 
dictation, and medical transcription (the required skills) whicn 
are necessary for Job competency. 
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SUGGESTED PROCEDURKS, STRATEGIES, AND LKARi.'ING ACTIVITIKS, Continued 



Dictation tapes and records are helpful in teaching medical 
shorthand and are especially useful in the transcription of 
medioi] forms and letters. Multiple-listening stations may be 
set up so that each student may take dictation at his own speed. 

Transcription is the ultimate r.oal of snurthand. Transcription 
skill does not grow by itself ., . ufficient time must be alotted 

^ for practice. This skill is developed and refined consistently 

? throuf/h the entire course. 

An ftde'iuute amount of medical tenninolofc'j nhould be introduced 
during class and students should be encouraged to read and 
study medical materials outside of class time. 

Films, videotapes, or a medical secretary guest speaker could 
clarify duties and ethical responsibilities of a medical 
secretary. 

Tiupplementary activities such as the following can make 
learning more meaningful and realistic to the students: 
(i) send out job opportunity survey forms or have students send 
them out to local medical offices to determine possible Jobs 
for placement after graduation; (2) plan a work-a-week or 
work-a-day program in which students work in local medicnl 
offices during regular office hours. 

li. :;kiJJ huilding 

Dictation is the basis of skill building ^n meaical nhorthand. 
New medical terminology should be presented, defined and dictated 
every week. Repetitive dictation practice builds speed and 
accuracy. 

Skill building dictation is given at rates that are below 
and n,bove the student's ability. It may be oral or recorded. 
Shorthand skill does not grow unless students are pushed to 
write above their present rates. 

When transcribing, students should be encouraged to use the 
dictionary and medical reference books. Students could be pusned 
to increase th?ir speeds by permitting only three passing takes 
at each speed. 

When dictating for mailable transcripts, the dictation should be 
within the speed range of most of the students. Frustrations 
are reduced if several speeds of dictation recorded on taj.es 
are available for assignment of appropriate speeds to each student. 

C. Production of Medical and Business Letters 

The student should become familiar with the various types of 
letters that the medical secretary oomposes. Attention should 



:;:j(]^;KSTKlJ FHOCKDUHKi, STRATWilKS, AND LiiARNING ACT1VITT.K5\ Coiitinue^j 

t.'! /'liven lo thone letters that are routine (aor:''« of v:}.ich »tr»* 
^^l^f^ letters; wi triosf that must bo i\rnl in th^^ <j^cif,r^: lijiirriat:. 
l'rn.fjt.ico in oomponinK uninr nhorthan'J will imprcv" ':l?u iV/ an*! 
H'•cur••l^•;/ in writinr, ch/ira<rtors if pap^^rs are ey.rt^anr/ \ \'nv 
tr?in:;crlf>tion . 

]'::i\\.'ir/\z nh'/uld be placed on the tyi in^: oT :r;'iilib^- .ettcr; lu^. 
t.^^' 'ipf earance o!' the overall pr'-'iij^t, j-ifd vritinr?' ^r. \^ f* 
p^o'Hj^tion of Jpttors should be ;'.iven afte^r tnv student ts 
V • i'l'ii ntf;fJ with tr;e medical vocat/uiary irt'MUi'^'J :t. rach it't'w. 

I^, • '-purl V/ritin/: 

A secretary who can use library facilities nnd dn li^r'-^^\v rt'3earch 
is a tremendous asset to a physician, nhcrthand shllls increase 
the efficiency of such research. Hasir rules for r.nnuFArript 
typing should be reviewed and the ways of usinr: the library's 
resources 3hculd also be included. The studer'.tc? sliould ue 
offer'^'d material to type that will reinforce thoce riiles* '.ho. 
tf?acher should determine the individual needs of Gtudentfi in 
thia area. 

K. Vfviiral iormj; 

rrrM'irji;. i pl'iceti om th(? n^^'d i* jr .-il/:)' • i ut,*- -.cruVi*'^, in •;/f;irii; 
i r:.: ir*ir:C'« formr;, ; •tt.i '.ri*.:/ rr-^-iifi . r-'v-or":, '.t'. students ..houJi 
utiderrjtand an'i b*? re:;!on::it ! :*or proofro?! j inr br»r.n ^^f^ ir: i<*tc^t' J 
urrox* couia reUuJ I iv, seriouh; ':o:..:';qu'j:. . . ihc oall^.i.t , a^.j Ivi.' ^ 
or i IhirM p-triy. if notea are t^r^.o*: in niz -'han^ ^^^ -^•.aracterii , 
r;ust oe clear and accurate. 

v. Ethics 

It is important for the student tr« iearn about the r;ui;^*^l liitiL^ 
and rules to which the nedical profession is louni. The medical 
secretary has a moral responsibility to her *^mployer. !-!eaiii:a- 
tion of the importance of the confidential natur* u:' ^.il^ work 
in a must for the student. 

(1 . Acceptabil ity Standards 

'1 he student should be informed o*" it,* rz^ar::ara3 or f'o:iS t.K u. 

he r>hould strive to achieve. Vhc stua^nt r.'^'iid ;>f. ;ib1e to .u^.e 

each assif^a-aent to the actual office wor> ^ji' the /^edieal f^'^crotary . 

r/AjL"A':r;-' t^stp-mknts 

A. **ests 

Suggested iter.s for testing can be f'oun i in th^^ Appendix. 
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VIII. EVALUATIVE INSTRUMENTS, Continued 



Pretests and posttests should include all of the following 
types of test items. During the course, tests may be limited 
to one or more of the types listed dependinf? upon the skill(s) 
or knowledge (s) to be evaluated. 



TYPE 

Fundamental Skills 
Test 



Medical Terminology 
Test 



Medical Suffixes and 
Prefixes Test 



Medical Letters Test 



PURPOSE 

To determine if the student has 
the basic skills in typing, short- 
hand, and language arts necessary 
for production of reports, forms 
and letterr, . 

To determine whether the student 
can recognize and define commonly - 
used medical words. 

To determine whether the student 
cun understand the us-it^e and meaning 
of suffixes and prefixes in common 
medical terms. 

To determine if the student can 

take medical dictation and transcribe 

mailable letters. 



Medical Forms Test 



Production Timings 



To determine whether the student 
can select and type dictated 
information on medical forms in the 
correct manner with 100 percent 
accuracy. 

To determine the speed and degree 
of accuracy developed by the student 
in completing lergthy assignments. 



B. Grading 

Most of the work need not be graded. The work that is graded, 
however, should be thoroughly taught before results are 
evaluated. The system of gradinp; used should be flexible in 
that the weight given to any activity should be in terms of the 
proportion of the course devoted to that activity. 

At the end of the course, most of the grade is based on acnieve- 
menti however, consideration should be given to improvement of 
skills. The vocational nature of this course makes achievement 
of a marketable skill the final standard. 
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KKi'/jiJi'CKi; i")i< ;;t')ukii'I'i;, continu*"! ^"ml^ 

lji':Lution Disc ' '.mp/iny . % 
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Today's Healt h. 535 N. Dearborn Street, :;hicago, Illinois. 

Today's Secretary . New York: Gregg Division of McGraw-Hill 
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SAMFJ^ STUDY SUfiETS 
Business and Medical Letters 

Listed below are sample letters a raedice.l secretary might write 
(for the secretary's signature): 

1. Dear Mr. Barrett: 

There will be a room available at Jackson Memorial Hospital 
on Monday, June 30. I have reserved this room for you. Will you 
please make arrangements to go to the hospital on that day. 

Dr. Taylor will stop in to see you on Monday evening. 

Sincerely yours, 

Secretary to Dr. Taylor 

2. The Mutual Insurance -Company 
Gentlemen: 

HE: Eugene Sanders 

Two months ago Dr. Taylor sent you his bill for services 
rendered to the above-named patient. 

Inasmuch as the 148-hour report and several progress reports 
were sent to you. Dr. Taylor is wondering why he has not received 
your check. 

Will you kindly look into this matter. 

Very truly yours, 

Secretary to Dr. Taylor 

The following letters would need the doctor's signature: 

3. Dear Dr. Salvati: 

Mrs. Jane Rinehart came to me today for consultation and 
told me that she had been under your care for quite some time. 

I should appreciate it greatly if you would let me have the 
medical history of Mrs. Rinehart. I am enclosing a written consent 
from her. 

Sincerely yours, 




SAMPLE STUDY SHEETS, Continued 



^eopr 



h. Dear Dr. Jackson: 

I am recommending to you Mr. Elmer Walter for treatment 
usinK physical therapy. Mr. Walter is suffering from a low 
back p"-ir: on the right side. 

I should appreciate it if you will report to me any proKrer>s 
or non-reaction. 



B, Medical Forms 

Whenever another opinion for further diagnosis is desired, i.he physician 
in charge of the case will request the services of another doctor. Such 
a request is called a consultation request, and a consultation report is 
completed. 



service or physician 

REQUEST CONSULTATION REGARDING: 

S'lnrp. »'.n1fG-l 1kf} priin in tfm loft innuinal 
ronlon. This pain pRr?;i5t-, i/hnn nati opt vntII's 
ahoiit or is at \ior\'. Hiit sii'^-.i^ns v?hon hn rorlinns. 
Si/fillinn in thf? nroin is Hotnrto^. '^iannor,r»H as ' 
hprnia. 



Sincerely yours. 



CONSULTATION REPORT 



TO .1. F. f'ffWton 



DATE 1-7-7;? TIME HrOn n.m . • 



M.D. 



Attending Physician 



CONSULTANT'S NOTE 



DAT E 1,n-72 T IM Efl!?n a.n , i 



Opinion and Recommendations: 



Dlannosi: concurred. 



M.D. 
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SAMPLE iJTlJDY SHEETS ^ Continued 
C. Medical Terminology 



1. Abbreviations > Abbreviations are a part of the everyday lam^uage 
of a doctor's office. Although first desir,ned for use on written 
prescriptions, the use of abbreviations has developed into almost 
a second language in medicine. The following are commonly-used 
abbreviations in medicine: 



aa 


equal parts of each 




before meals 


ad lib. 


at will 


alt. dieb. 


alternate days 


alt. hor. 


alternate hours 


A.Z. 


Aschheim-Zondek test for pref^nancy 


A . H . 


antero-posterior or front to back 


A3II!) 


ArterloQolprot heart diseaso 


b.i .d. 


twice a day 


B.E. 


Barium enema 


B.M.H. 


basal metabolism lote 


B.P. 




B.S. 


blood sucar 


BUN 


blood urea nitrogen 


c 


with 


C. 


centigrade 


Ca. 


carcinoma 


C . B . C . 


complete blood count 


caps • 


capsules 


cc . 


cubic centimeter 


cm. 


centimeter 


COQ . 


boil 


CVA 


cerebrovascular accident 


d. 


daily 


d • u • 


let it be given to 


Dx. 


uiasnosis 


dil. 


dilute 


div. 


divide 


dr. 


dram (drachm), drams (drachms) 


d .t .d . 


give of such a dose 


EKG or ECG 


elec tr oc SLrdiogr am 


EEO 


electroencephalogram 


E.E.N.T. 


eye, ear, nose and throat 


extr . 


extract 


F. 


Fahrenheit 


FUO 


fever of undetermined origin 


Fx. 


fracture 


fl. 


fluid 


fl. 02. 


fluid ounce 


ft. 


let there be made 


G.B. 


gall bladder 


G.I. 


gastrointestinal 



SAMPLE STUDY SHEETS, Continued 



Gm. 


gram, /Tains 


F>r. 


crain, ;rains 


gt. 


drop 


gtt. 


drops 


h. 


i.our 


Hb. 


nemogioDin 


Hct. 


hematocrit 


h.s. 


nouT 01 Sleep vueuuxmc/ 


• 

"T~ 


one 




Intelligence quou lenu 


1 ^M. 


in wFeUnuSCUlaF 


inj. 


injecttion 


l.V. 


Intravenous 


m«Eq« 


iiilliequivaienos 


mg. 


miiiigrani 


nun* 


m4 1 1 4m^^ 

millimeter 




no appreciaDie aisease 


neg« 




noct . 


<t< * VI 4 (vVi^ 

« nignu 


N.Y.D. 


not yet diagnosed 


O.B. 


obstetrics 


o.h. 


every nour 


o«m« 


every morning 


o«n« 


every nigno 


0 . P • D • 




cv. 


ovum 




ounce 


p. A. 


uncPTOTHP— ANTFRTOR or back tO 


p«a* 


in e quai p^ir u s 




aiuer iooQj 'Xiuer iucoia.& 


p.r .n. 


as neeaeci 


FID 


pelvic iniiammauory aiseanc 


q 


every 


q.h. 


every nour 


q.2h 


every seconu nour 


q.3h 


every tnira nour 


q.l.d. 


four times a aay 


Rx 


prescription 


R • B • C • 


reel Dioou counu 


S. or Sig. 


(■ive the following directions 


ss 


one-half 


Stat. 


immediately 


TB 


tuberculosis 


t.i.d. 


three times a day 


W.B.C. 


white blood count 


U.R.I. 


upper respiratory infection 



me 
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SAMi'LE STUDY SHEETS, Continued 



2. Pro fixes . Prefixes (word beginnin/;s) and suffixes (wor<i endinr^) 
Ixt'L' preaenL in the medical vocabulary. True prefixerj and auffixes 
must be combined with a word and cannot stand alone. Thrre are also 
soiru; prefixes and suffixes that are on the border line— that lis, 
the term represents a word in its Greek, Latin or other orie;ini 
but it lost its independent existence when it was adopted into our 
present (English) medical terminology. A list of the most 
frequently encountered prefixes is Riven helow: 



a- 


vithout, not 


hyper- 


over , ' ncre?ise 


ab- 


from, away 


hypo- 


under , decreaiici 


ad- 


to, toward 


infra- 


beiow 


aiTibi- 


both 


inter- 


between 


ana- 


up, back, again 


intra- 


within, into 


ante- 


before 


intro- 


into 


auto- 


self 


juxta- 


near, ne*Hii-7 


bi-, bis- 


twice, double 


macro- 


larr.' 


bio- 


pertaining to 


micro- 


many, muci* 




life 


myo- 


muscle 


cata- 


down, lower. 


neur- , 






under 


neuro- 


pertaining to the nerve 


circum- 


around, about 


oiir;- , 




CO-, corn- 


together 


OllRO- 


few, less than normal 


con-, ..ontra- 


with 


ortho- 


normal 


de- 


down, from 


pan- 


ail , every 


di- 


double, twice 


para- 


apart from 


dia- 


through, apart 


patho- 


disease 


dis- 


apart, away 


per- 


through 




from 


peri - 


around 


dyr>- 


difficult. 


poly- 


many 




painful 


post- 


after 


e- 


out of, from 


pre- 


before 


ec- 


out of 




plus 


ecto- 


outside 


re- 


back, again 


en- 


in, .nto 


retro- 


backward 


endo- 


within 


serni- 


half 


entero- 


intestine 


steno- 


contracted 


epi- 


upon 


sub- 


less , under 


ex-, jXo- 


outside, out of 


super- 


excessive 


gastr-. 




supra- 


above, upon 


gastro- 


stomach 


sym-, syn 


together 


hemi- 


half 


trans - 


across 


hemo-- , haemo- , 




ultra- 


beyond, excess 


hem-, hema- 


blood 
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SAMPLE STMUy SHEETS, Continued 



3, SufTixes . A list of the most frequently encountered sulTixes 
is r;iven below: 



^ac::thei;lo, - esthesia 

^'lyn ia 
-ectomy 

-K^rieLic , -r^enic 

-graph 

-itis 

-oid 

-oloi^y 

-omu 

-oscopy 

-OS is 

-ostomy 

-otomy 

-pat hi a, -pathy 

-plegia 

-rrhagia 

-rrhea 

-tropy 

-uria 



sensal ion 
J a i n 
pain 

surF,if*al removal ol* 
producing, origin 
kind 

tracin?', , picture 
instrument for recording 
inflammation 
like, resembling 
study of, science of 
tumor 

diagnostic examination 
condition, state 
opening 
inc Ision 

disease of, feeling 

paralysis 

sudden flow 

flow 

nutrition 
urine 



D. Phonetics 

In taking dictation, the medical secretary writes terms phonetically 
without always knowing how to spell them. Thus, she may be unable to 
find these words in the dictionary. The rules on phonetics below will 
serve as a guide in looking, up words in the dictionary when only the 
phonetic sound is known. 

Phonetic Sound Spelling Example 



er-e^ 


ery 


erythema 


je^ju 


Jeju 


Jejunal 


kar 


kar 


karyochrome 


lu 


leu 


leukemia 


nu 


pneu 


pneumonia 


ru 


rheu 


rheumatism 


re -ah 


rrhea 


otorrhea 


sil^ 


ci 


cilia 


ges 


scess 


abscess 


seo 


scio 


fasciola 


she-ah 


scia 


fascia 


shik 


Schick 


Schick (foreign 






name 


sist 


cy 


cyst 


si^ 


cy 


cyanide 


tha^ 


phtha 


phthalate 


si^ 


psy 


psyche 


thi^ 


phthi 


phthisis 


to-' 


pto 


ptosis 
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RAMPLF: study sheets, continued 
K. Medical Specialties 



liecau.se there are so many branches of medical practice, the duties 
or tho medical secretary will be determined by the specialty of the 
doctor for whom she works. Familiarity with the terms peculiur to 
his specialty, instruments used, and problems likely to bo encountered 
will nroatly facilitate the performance of her duties. The mor.t 
commonly practiced specialties are given below: 

Anesthesiolopiist = an M.D. specializing in anesthesia 
Cardiologist = an M.D. specializing in heart disease 
Dermatolor.ist = an M.D. specializing in skin disease 
Endocrinologist = an M.D. specializing in gland diseases 
Gastroenterologist = an M.D. specializing in diseases of the stomach 

and intestines 

General Practitioner = em M.D. not a specialist in any particular area 
Gynecologist = an M.D. specializing in disease of female reproductive 

organs 

Internist = an M.D. specializing; in diagnosis 

Neurologist = an M.D. specializing in disease of the nerves an'l brain 
Obstetrician = an M.D. specializing in delivering babies 
Oncologist =5 an i'l.U. specializing in tumors 

Ophthalmologist = an M.D. specializing in treatment of the eye 
Orthopedist = an M.D. specializing in diseases of the bones and Joints 
otolaryngolop;ist = an M.D. specializing in ear, nose and throat diseases 
Pathologist = an M.D. specializing in the study of diseased tissue 
Pediatrician = an M.D. specializing in treatment of children 
Proctologist = an M.D. specializing in diseases of the rectum and colon 
Psychiatrist = an M.D. specializing in diseases of the mind 
Radiologist = an M.D. specializing in X-ray 
Surgeon = on M.D. specializing in surgery 
Urologist = an M.D. specializing in diseases of the kidney 



SAMPLE TEST ITBMS 



A. Medical Letters Test 

1. Directions: The doctor has asked you to write a letter to X-rays, 
Inc., to see if you can get some information about prices. He has 
heard that a considerable saving can be effected by buying film 
from this company. Use block style with closed punctuation. 

X-rays, Inc., Territory Street, Rushing, Virginia, 

"/entlemen I am interested in obtaining information relative id 
prices ana service available on your x-ray filrn^ 



ERIC 
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f-^AMPLK TECIT ITl'MC, Continued *• 

1 have very little avai ole storage space and have 
never felt it wise to purchase film out of the city* 
However, recently it has been brought to my attention 
by several associates that a considerable saving mi^ht be 
effected in obtaining film from your company. 

At the present time, I use approximately one hundred 
1^* X lY films, fifty 10 x 12 films and twenty B x 10 
films per month. 

I would like very much to hear from you regarding your 
prices as well as the availability of service and shipr in^ 
time involved. Do you have r local service for emergency 
needs? 

I shall look forward to your reply in the hope that we mipjit 
mutually profit in future business. 
John F. Smith, M.D. (your initials) 

?. Directions: The doctor has shown you an article in thv Journal 

of the i\mericaa Kedical Association and asked you to write a letter 
to the publishing company to get a reprint. Use moaifieU block 
style with open punctuation. 

Harry J. Sloan, M. Ij., P?33 - l6th Avenue, Wahoo, i,o.;isiana. 
Dear Doctor Sloan I have read with interest your article, 
"Radiation Effects on Sea Turtles, in the October issue of 
the Journal of the Aiaerican Medical Association . 

It would be greatly appreciated if you could provide me with 
a reprint of this very interesting and Informative article. 

Thank you very much for your kindness. Sincerely yours 
John F. Smith, M.D. (your initials) 

B. Medical Forms Test 

1. Directions: You will receive a set of forms from your instructor 
that you will use In completing the following problemi# 

a« The instructor will dictate the following medical history. 

After the student takes notes in shorthand, he will transcribe 
the material on the proper medical form. 

NA.ME: Minnie Carlsen (Mrs. Joseph A.) 

REFERRED BY: Dr. Edwin Mars ton 

ADDRESS: 1^450 J. Street, Charleston, Virginia 

OCCUPATION: Housewife 

AGE: 36 

MARRIED: lU years (3 children, 13, IQ, ) 

CHIEF COMPLAINT: Upper abdominal pain, heartburn 
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{]/il-1i'liK TK:;7 1TKM:j^ continued' 



f)M/»rvMr:e ho-ilthy cliiluhood. At V, vMJp i.vr.^vr i n. ■ 

U:*' U^'irUmrn d i UHj.pi^ur^M . fA. 1^ nor ;.i.|.fn.i i .•. .u:. i-riMV*-) 
I of niut-'hi Hl'dorninul p'lin. Vil i I /it , •* 

wr).jlrl occasionally hav nev^Te heart.burr: , Tor whicli sh^.» 
took Li^:arbon'ite of soda, with roii't'i but. it ud uoi 
l;Other ber enough i'ur her to consult, i dor- Lor. 

f/'irriod at '^r\ I'irut child born a yar l.-tter. !i:id a fTeat 
doaJ of hoartburn durinr; prer»nancy. At .'^ palirwit. h.id the 
firat severe attack ol* upy^er abflorninal pain. At. thnt 
tifne she was nervous and very anxioai; abr>ut the baby. Hhe 
consulted a physician who exafiiner: ii'-r and told hor libe 
had ''ulcer of tho stomach/' Vhe synptom violdcd quickly 
to diet and medicine, 

::imilar symptoms havo recurred -a irlorvalr, coretlrner. as 
joi.r a£; two yoars, a-id ap.ain yielded to treatr^^^nn. r.h'> 
n'-ver had any nausea or vonitinr.. 

throe weekf-: a,^o, patient h'-i •m'-ith'-r r,'-*;- r' •itt?..':V. 
I.:' u;>p»;r 'iivd. .i :inal piiri of trie sas.**' type ms :onui;rj.y» uut 
;;r:(j t-i'i not r,ot relief fron h^rr uiwvii .rK'.iieat i*^ r.. 

ilMiu'::.: v..LcoaoI, at most two cockL dln .i woei . jIPj^-, two 
or three curvr, daily. Cmokinr., up t^^ one packar^e a day. 
Meals regular, appetite fair. 

••A.liwY liiL'VOnY: rather C-^ well and r.til! ar-tlve, "other '0. 
Ag far as patient knows h;ts alv.ayn vv.rr ivd a r;reat deal 
aoout her children. Had "stoinach t rouble" even before 
her marriage at 20 and o'/ten sinc^* An older sister had 
similar trouble and is also v';ry nervous. Another sister 
and two brother?: havo been well. 

P!!Yr:>ICAb KXAI^IMATIOIi: Tenderness in thn epir.astric re/^ion 

LAH0HA70]- Y KXAMIIIATIO!!: 

Free hydrochlori': .icid^ ^'^0 der.reer 

Blooti positive in /gastric contents 

Gastric juice: 50 cc. obtainea» no I'oocl parti clr':: 

Hemaglobin: 11 gms. 

Differential count: normal 

Cccult blood in stool 

Tndicanuria 

Red blood cells 3, 500, COG 

X-RAYS: Show an Lrrcfnilar Dror.ion of the r.astric mucosa > cr.. 
from the pylorus on the /greater curvature. 
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SAMPLr 7i..L I THIS, Continued ^^^llJiBi^ 
DTAONO.SIS: (Jastric ulcer 

TKKATMFINT PHKr>CRIBED: fJpecial bland diet, no alcohol, Antiacid 
medication. Patient to return in one week, 

r.'. Directions: The followinR material can be dictated on tape for 

the student to transcribe on the correct form for an itemized bill, 

FROM: Warren Taylor, M,D,, 310 Sunset Boulevard, Centerville, 
New York, Current date, 

TO: national Insurance Comfany, 90 William Street, New York, 
liew York 

HE: Mandiano, Thomas 3^*5 East 112 Street, New York, New York 

EI4PL0YEH: General Clothing Manufacturing Company, 35 Fifth Avenue, 
New York, New York 

DATK OF ACCIDENT: March 22, 1972 

FOh [JEIiViCES HENDO^ED: 

March 22 @ $7 -t' 7.00 

March 23, 2U, 26, 29; April 2 @ i^C 30,00 

TOTAL $37,00 



C, Prefix Test 

Directions: Match each prefix with its meaning. 



(a) 


Anti 


J. 


(1) 


(b) 


Brady 


k 


(2) 


(0) 


Endo 


i 


(3) 


(d) 


Supra 


e 


ih) 


(e) 


Hypo 


1 


(5) 


(f) 


Antero 


a 


(6) 


(g) 


Dys 


b 


(7) 


(h) 


Poly 


c 


(8) 


(i) 


Sub 


d 


(9) 


(J) 


Hyper 


h 


(10) 


(k) 


Ante 


f 


(11) 


(1) 


A - An 




(12) 



Excessive 

Before in time or place 

Beneath or under 

Under » less 

Without or absence of 

Against 

Slow 

Within^ internal 

Above ^ over 

Many» much 

Before t in front of 

Painful or difficult 
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:mi"..K nr.']' IT.kII:-, 'Jontinued 
!'. At t.r'-7 i >tt, i -)t 'jv.'.'it 



:»irorUori:;: W.-itrh f'wh fibbroviat ion with i Irj rne.-uiinr. 



(b) JjKrrii 

(ci) Lynph 
(e) ijejjhr 
(r) Hyster 
(/:) Frit»^r 

(h) OsL (e) 

(i) Mej^al 
(J) Ilepat 

K. r'ari'lx lest 



_C (1) Intestine 



J (2) Liver 

a (3) White 

b_ (U) Ckin 

i (5) Great, large 

h (6) Bone 

(?) Head 
(6) Kidney 
(9) Womb, uterus 



,d (loj Drainage 



iJirections: Match each suffix with its meanin/% 



(a) Itis 

(b) Ology 

(c) Uria 

(d) Kctorny 

(e) Pathy 

Word Meaning: Test 



(l) Excision, remoyal 

{?.) Disease 

(3) Inflanunation of 

ik) Study, science 

(5) 'Jrine 



Directions: Match each word with its definition. 



(a) Bronchiectasis 

(b) HemutolORy 

(c) 'Cardiogram 
Laryngectomy 

(e) Ophthalmology 
(r) i'hlebiti:5 

(g) Tracheotomy 

(h) Hydrotherapy 

(i) Thoracoplasty 
(J) Pneumonitis 



A. 



_ (l) Inflammation of a vein 

_ (2) Renoval of larynx 

_ (3) Water treatment 

_ (M Inflammation of the Iuik-; 

_ (tj) Tracing of heart action 

_ (6) Dilation of windpipe 

(7) Chest repair 
" (8) Study of blood 
. (9) Science of the eye 
.(10) Opening in windpipe 
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